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Safeguarding Children Policy  

Introduction 
Old Buckenham Hall is committed to safeguarding and promoting the welfare of children and 

expects all staff and volunteers to share this commitment. All pupils should feel safe and 

protected from harm whether it occurs through abuse, neglect, accident, injury or bullying. It 

is also recognised that all staff should be alert to the signs of abuse and neglect, and know to 

whom they should report concerns or suspicions. The policy can be divided into three main 

elements: 

 Prevention through the teaching and pastoral support offered to pupils; 

 Procedures for identifying and reporting cases, or suspected cases, of abuse whether it 

should come from outside or within the school; 

 Support to, and monitoring of pupils, who have been abused. 

Our policy applies to all teaching and support staff, Governors and volunteers working in the 

school. Ancillary staff, administrative staff, other pupils, as well as teachers, can be the first 

point of disclosure for a child. 

 The  SDP (Senior Designated Person) for Safeguarding at OBH is Mrs Emma 

Easdale, the School Nurse. Mr C.Bunting, the Senior Master, is the Deputy 

Designated Person. 

 The Governor with responsibility for Safeguarding is Mrs Jo Bennett (01223 

290580).  In addition to attending formal Governors’ Meetings, Mrs Bennett visits 

the school at least once a term to talk to boarding staff and children, to be briefed 

on any boarding issues and to monitor Safeguarding issues. She will check that the 

required training has been taken and is up to date, as part of the policy review. 

 The Designated Person for the Early Years Foundation Stage is Mrs Julie 

Steward. 

The Designated Person and her deputy will ensure that all members of staff are aware of the 

names and the roles of the Designated Persons and of the Governor with responsibility for 

Safeguarding.  This is part of the induction process for all staff. All staff are given details of 

this policy and appropriate records are kept. The policy will be available on both the school 

intranet and the website. 



 
3 

The Governors, Headmaster and Designated Persons will: 

 Ensure that all members of staff are aware of the names and the roles of the Designated 

Persons and of the Governor with responsibility for Safeguarding (see above). 

 Ensure that staff are aware of the procedures detailed later in this policy which are to be 

followed if they are told of abuse or if it is suspected. All new staff will undertake an 

induction programme of which Safeguarding will be a major part. Records of this 

induction will be kept by the School Business Manager. The new member of staff will 

be required to sign a form confirming that the induction programme has occurred. 

 Follow the procedures detailed by the Suffolk Safeguarding Children Board. Their 

website is at http://www.onesuffolk.co.uk/scb. A copy of their allegations management 

document is available on the school intranet and in hard copy in the Staff Common 

Room.  

 Ensure that the school practises Safer Recruitment in checking the suitability of staff 

and volunteers—including staff employed by another organisation—to work with 

children, in accordance with the guidance given in the DCSF document ‘Safeguarding 

Children and Safer Recruitment in Education’  

 Ensure that the school responds immediately to requests from the Independent 

Safeguarding Authority (ISA) for information regarding to child protection matters 

 Ensure that where the School ceases to use the services of any person, whether 

employed, contracted, a volunteer or student, because that person was considered 

unsuitable to work with children, a prompt and detailed report is made to the 

Independent Safeguarding Authority (ISA) within one month 

 Support children who have been abused in accordance with the agreed child protection 

plan 

 Ensure there is a procedure to be followed if the allegation is made against the Head. 

 Ensure that the Designated Persons undertake the ‘child protection for designated 

persons’ and also the multi-agency training prescribed by the Local Safeguarding 

Children Board and that this training is updated at the required intervals. The Governor 

with responsibility for Safeguarding will also undertake appropriate training.  

 Arrange Child Protection training and updating for all staff on a regular basis. Full 

whole-staff training is carried out every three years by the Suffolk SCB Training 

Officer or by an outside agency such as the Boarding Schools Association. The 

Designated Persons will monitor records of all such training, which are kept by the 

Bursar’s Assistant. The Designated Persons will organise both the whole-staff training 

sessions and any extra sessions arranged for new staff. They will keep staff informed of 

any changes made to the policy as a result of—for example—changes in legislation. 

GAP students will attend the induction course in London run by the Boarding Schools 

Association which includes some Child Protection training. 

http://www.onesuffolk.co.uk/scb
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 Keep a Safeguarding file detailing all concerns / allegations and the actions taken. This 

is to be monitored each term by the Governor with responsibility for Safeguarding, who 

reports to the Governing Body at their termly meeting. 

 Talk to the older children—especially Prefects and Dormitory Captains—about basic 

Safeguarding issues, giving them instructions as to what to do if another child 

approaches them with a concern. 

Safer Recruitment 
Old Buckenham Hall follows the Government’s recommendations for the safer recruitment 

and employment of staff who work with children. All members of the teaching and non-

teaching staff at the school, including part-time staff, temporary and supply staff, and visiting 

staff, such as musicians and sports coaches, are checked with the Criminal Records Bureau 

before starting work.  

Responsibility of Staff 
It is the responsibility of all adults in the school to: 

 Be familiar and work with the school’s Safeguarding Policy and Procedure 

 Know the identity of the Designated Persons and the Governor with responsibility for 

Safeguarding 

 Know how to record disclosures or concerns and/or pass them on to the Designated 

Persons as detailed in this policy 

 Attend training sessions as directed 

Prevention 
We recognise that high esteem, confidence, supportive friends and good lines of 

communication with a trusted adult helps prevention. The school will: 

 Seek to establish and maintain an ethos where children feel secure, are encouraged to 

talk and are listened to; 

 Ensure children know that they can approach any adult in the school whom they wish if 

they are worried or in difficulty;  

 Practise safe recruitment in checking the suitability of staff and volunteers to work with 

children (see Recruitment Policy); 

 Ensure that children have access to an independent listener (see page 11); 

 Include in both academic and pastoral activities an opportunity for the children to 

become equipped with the skills needed to remain safe from harm and to give them the 

confidence to seek help and know where to go for help if they perceive a need; 

 Have procedures in place for dealing with cases, or suspected cases, of abuse. 

Staff need to be aware of situations which may lead to them being accused of abuse and 

therefore should take note of the following: 

 When supervising children don’t appear to be staring at a specific pupil 
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 Take care when you are alone with a child—leaving the door slightly open is always 

advisable 

 Touching—staff are not forbidden to touch pupils and a consoling arm or pat on the 

back is appropriate at certain times. Be aware of the dangers of innocent touching being 

misinterpreted! 

 Remember your size! 

 There’s always safety in distance 

 Don’t have ‘favourites’ 

 There can be ‘problem places’ e.g. toilets, showers, changing rooms 

 

 Don’t appear to be attracted to a specific pupil or group of pupils—or respond to a 

pupil who is showing signs of affection or being attracted to you. 

Support 
The school will endeavour to support pupils through: 

 The content of the curriculum and specific approaches as are appropriate to encourage 

self-esteem and self-motivation. 

 The school ethos which; 

o Promotes a positive, supportive and secure environment 

o Gives pupils a sense of being valued 

 

 Supporting vulnerable pupils in the school. All staff will agree on a consistent approach 

that separates the cause of behaviour from the child and deals with the behaviour. The 

school will endeavour to ensure that while some behaviour is unacceptable, s/he is 

valued and not to be blamed for any abuse that has occurred. 

 providing an opportunity for private telephone calls and e-mailing; 

 publicising helplines; 

 providing a ‘Happiness Charter’ which the children recognise as worthwhile; 

 liaison with other agencies who support the pupil; 

 keeping records and discussion with Children and Young People’s Social Care Services 

in the event of a serious concern. 

 

CHILD ABUSE 

What is abuse
1
? 

Abuse and neglect are forms of maltreatment – a person may abuse or neglect a child by 

inflicting harm, or by failing to act to prevent harm. Children and young people may be 

abused in a family or in an institutional or community setting; by those known to them or, 

more rarely, by a stranger. 

                                                           
1
 These sections are largely taken from ‘What to do if you are worried a child is being abused’ (DCSF 2006) 
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In the case of abuse by a pupil or group of pupils, the Boarding Schools Association
2
 suggest 

that the key issues identifying the problem as abuse (rather than an isolated instance of 

bullying or ‘adolescent experimentation’) are: 

 The frequency, nature and severity of the incidents; 

 Whether the victim was coerced by physical force, fear or by a significantly older pupil 

or group of pupils, or by those having power or authority over him / her; 

 Whether the incident involved a potentially criminal act and whether if the same 

incident or injury had happened to an adult, it would have been regarded as an assault 

or otherwise actionable. 

Physical abuse  

may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused 

when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional abuse 

is the persistent emotional maltreatment of a child such as to cause severe and persistent 

adverse effects on the child’s emotional development. It may involve conveying to children 

that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs 

of another person. It may feature age or developmentally inappropriate expectations being 

imposed on children. These may include interactions that are beyond the child’s 

developmental capability, as well as overprotection and limitation of exploration and 

learning, or preventing the child participating in normal social interaction. It may involve 

seeing or hearing the ill-treatment of another. It may involve serious bullying, causing 

children frequently to feel frightened or in danger, or the exploitation or corruption of 

children. Some level of emotional abuse is involved in all types of maltreatment of a child, 

though it may occur alone. 

Sexual abuse 

involves forcing or enticing a child or young person to take part in sexual activities, including 

prostitution, whether or not the child is aware of what is happening. The activities may 

involve physical contact or non-contact activities, such as involving children in looking at, or 

in the production of, sexual on-line images, watching sexual activities, or encouraging 

children to behave in sexually inappropriate ways. 

Neglect 

is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to 

result in the serious impairment of the child’s health or development. Neglect may occur 

during pregnancy as a result of maternal substance abuse. Once a child is born it may involve 

a parent failing to:  

                                                           
2
http://www.boarding.org.uk  BSA Boarding Briefing Paper No. 18 (April 2006) 

http://www.boarding.org.uk/
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 provide adequate food, clothing and shelter (including exclusion from home or 

abandonment) 

 protect a child from physical and emotional harm or danger 

 ensure adequate supervision (including the use of inadequate care-givers) 

 ensure access to appropriate medical care or treatment. 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

THE PROCEDURE YOU SHOULD FOLLOW 

 If you suspect abuse: 

o If the suspicion concerns a member of the school staff, see the relevant section 

(page9). 

o Talk to the Senior Designated Person or—if unavailable—the Deputy as soon 

as possible on the same day. They will make written notes of the conversation and 

advise the course of action. Please do not gossip with others about your 

suspicions.  

 

 If a pupil tells you of abuse: 

o Stop and listen 

o Make handwritten notes - and keep them. Make a copy available for the 

Designated Person 

o Don’t try to investigate or ask leading questions—such as ‘what did he/she do 

next?’ Limit it to ‘tell me what has happened’. 

o Don’t promise to keep it a secret—but you can promise to tell only the people 

who have to know and will be able to help the child and ensure his / her safety. 

o If the allegation concerns a member of the school staff, see the relevant section 

(page9). 

o In all other cases, talk to the Designated Person or—if unavailable—the 

Deputy as soon as possible on the same day. Again, don’t gossip about your 

suspicions.  

o Never think it can’t happen. 

o NB It may be necessary to arrange immediate protection / support for the 

pupil. In this case accompany him / her to the School Nurse, or in her absence 

the Headmaster’s wife or Girls’ Housemistress. These people will provide / 

arrange appropriate support and if necessary medical assistance. They may 

make notes if the pupils tells them anything but they will not attempt to 

investigate. In the event of the Girls’ Housemistress / Headmaster’s wife 

providing support they will pass on any information to the Designated Person / 

Deputy. The School Nurse is also the Senior Designated Person will always 

provide advice over the telephone when she is off-site. 

What needs to be recorded? 

 Where you and the child were when the disclosure was made 

 The date and time 
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 The name of the child 

 What the child said 

 (Mark obvious injuries on a body map if necessary—available in the Headmaster’s PA’s 

Office and from the School Nurse). Do not go looking for injuries. 

 A description of the injury 

 If anyone else was present during the disclosure 

 To whom you are passing the recorded information  

 Your full name and position in school 

 The full date 

 Signature (Leave no gaps between the end of the record and the signature.) 

You should be aware of the possibility that your records might have to be used as 

evidence in court and therefore written information must be factual and not your opinions. 

Try to use the child’s words where possible. 

Golden Rules 

 Even if you are worried but have no proof, talk it over with the Designated Person / 

Deputy. 

 If the Senior Designated Person is unavailable then contact the Deputy.  

 Do not delay and do not gossip. 

 Take seriously what a child tells you and act on it. 

What happens next? 

When you talk to a Designated Person, he / she will make handwritten notes during the 

conversation and will also ask for a copy of any notes you have made. He / she will take any 

steps needed to protect the pupil from immediate harm. The Designated Persons will not 

investigate the report of abuse themselves beyond the point at which it is clear that a genuine 

allegation or suspicion exists (see the section ‘child abuse’ on page 5). Formal referral to 

Social Care Services will follow—please see the next section. If there is any doubt about 

whether a genuine allegation exists, informal advice will be sought from the Local Authority 

Designated Officer (LADO) or the duty social worker. In all cases notes will be made and 

will be kept on the pupil’s file. Additionally an entry will be made in the Safeguarding File 

detailing the concern / allegation, the action taken, and eventually the final outcome. 

Referring a child who has been abused 

In the event of allegations or suspicions of abuse, the Designated Person will refer the pupil 

to the Social Care Services within 24 hours. Referral should be by telephone
3
 and a note of 

what was said and to whom must be kept by the referrer, giving the time and date of the 

referral. If the allegation of abuse is directed against a member of staff or a person in a 

position of trust, communication will be with the Local Authority Designated Officer 

                                                           
3
 Telephone numbers may be found towards the end of this policy 
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(LADO). The LADO will, after discussion, decide on the course of action with the 

Headmaster. At weekends or if the LADO is unavailable, the duty social worker will be 

contacted on the emergency telephone number. All other allegations of abuse or neglect 

should be made to Customer First, using the emergency telephone number outside office 

hours. 

Written confirmation will then be sent to the address on the last page of this policy using the 

Common Assessment Framework
4
 

All relevant information must be shared in making the referral. If there are physical signs of 

abuse they are to be noted on a body map (available in the Headmaster’s PA’s Office / 

School Nurse) and described (e.g. colour of bruising, size of abrasions, shape of marks on the 

body). 

If urgent medical assistance is needed, it must be sought as for any other child. In doing so, 

however, the member of staff concerned must tell the doctor or hospital that it is believed that 

the child has been abused. Where a medical examination is deemed necessary, the parents 

should be informed and invited to attend, unless the allegation concerns a member of the 

child’s household. However, the Designated Person may proceed without the parents if they 

cannot attend or be contacted.  

Early Years Foundation Stage (EYFS) 

The school must inform Ofsted of any allegations of serious harm or abuse by any person 

living, working, or looking after children at the premises (whether that allegation relates to 

harm or abuse committed on the premises or elsewhere), or any other abuse which is alleged 

to have taken place on the premises, and of the action taken in respect of these allegations. 

Registered providers must inform Ofsted of these allegations as soon as is reasonably 

practicable, but at the latest within 14 days of the allegations being made. The Designated 

Person responsible for Safeguarding at the EYFS stage is Mrs Julie Steward. 

Abuse by a member of the school staff 

If any member of staff, teaching or non-teaching, has concerns regarding the behaviour of a 

member of staff towards a pupil, or has reason to believe that a member of the school staff 

has abused a pupil, that concern / allegation must be reported to the Headmaster, or in his 

absence, the Chairman (or the Deputy Chairman should the Chairman be unavailable) of the 

Governors. 

Such concerns / allegations may arise from an allegation by a pupil, or from observed 

behaviour.  

Under the Sexual Offences Act 2003 it is an offence for a person aged 18 or over 

intentionally to behave in certain sexual ways* in relation to a child aged under 18, where the 

adult is in a position of trust in respect of the child. 

*sexual ways includes 

                                                           
4
 Details of the CAF may be found on the Suffolk CC website 
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 Sexual activity with a child - eg kissing, sexual touching, intercourse (section 16 SO 

Act) 

 Causing or inciting a child to engage in sexual activity (s17) 

 Sexual activity in the presence of a child (s18) 

 Causing a child to watch a sexual act (s19) 

 

A person in a position of trust if he/she looks after persons under 18 who are receiving 

education at an educational establishment and the child in question receives education at that 

establishment. Someone receives ‘education at an educational establishment’ if he/she is 

registered or enrolled there as a pupil or student or is educated there by arrangement with the 

educational establishment at which he/she is registered or enrolled. 

In the event of an allegation, the Headmaster or the Chairman / Deputy Chairman of the 

Governors will follow the procedure in the next section and refer the allegation to the LADO 

without delay, and within 24 hours. The LADO will provide guidance and will decide what 

further action is needed. Sometimes there may be concerns which do not amount to 

allegations or suspicions of specific abuse but which may indicate the possibility of abuse 

occurring. The LADO will be consulted informally if there is any doubt. 

If the concern / allegation concerns the Headmaster, it should be reported to the Chairman of 

the Governors, or, in his absence, the Deputy Chairman, who will liaise with the Designated 

Persons.  

The School has procedures for dealing with allegations against staff (and volunteers who 

work with children) that follow the guidance in the Suffolk Safeguarding Children Board 

publication "Arrangements for Managing Allegations of Abuse Against People Who Work 

With Children or Those Who are in Positions of Trust”. A copy of this document may be 

found on the staff pages on the school intranet and in the Staff Common Room. This 

publication includes guidelines for dealing with allegations that are determined, at the 

conclusion of a case, to be false. Guidance will always be sought from the LADO.  

Any member of staff has the right to contact the Governor with responsibility for 

Safeguarding, or the Chairman (or Deputy Chairman) of the Governors if they feel that the 

Headmaster would not take the matter seriously. Additionally, any member of staff may wish 

to contact OFSTED, the police or Social Care Services directly if they feel that this is 

appropriate. Such an action would not lead to disciplinary action or retribution, provided that  

it is in good faith.  

The DCSF document ‘Safeguarding Children in Education’ (available on the school intranet 

and in hard copy) states that suspension of staff should be considered in any case where there 

is cause to suspect a child is at risk of significant harm, or the allegation warrants 

investigation by the police, or is so serious that it might be grounds for dismissal. A member 

of staff will not be suspended automatically, or without careful thought. 

In the event of a member of staff being suspended during a subsequent investigation, the 

school will maintain contact with—and give support to—him/her via a designated member of 

staff, whose identity is known only to the Headmaster, Governors and Senior Management 

Team.  
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Further details of the School Whistleblowing Policy and of support for suspended staff can be 

found in the Staff Employment Handbook. 

 

Social Care – contact details 

The LADO for our area is Susanna Bedford (01284 758590). Her email address is 

susanna.bedford@suffolk.gov.uk  

Customer First (the specialist call centre for Suffolk Social Care Services) may be contacted 

by phoning 0808 800 4005. This number becomes the Emergency Duty Number between 

5.20pm - 8.45am weekdays. Weekend cover is from 4.25pm on Friday to 8.45am on Monday. 

Their email address is customer.first@.suffolk.gov.uk 

The nominated members of staff for liaison with the Suffolk Social Care Services 

(Designated Persons) are the School Nurse and the Senior Master. 

Additional Contact Details 

Mike Shallow—Chairman of the Governors—01449 737269 

Simon Buckmaster—Deputy Chairman of the Governors—01449 736613 

OFSTED—08456 404040 or www.ofsted.gov.uk  

 

The address of Suffolk Social Care is: 

Customer First, 

PO Box 771 

Needham Market 

Ipswich, 

IP6 8WB. 

Access to an adult outside the school 

The independent listener is The Reverend Liz Law, The Rectory, Rattlesden (Telephone: 

01449-737993). Pupils may contact her if they wish to refer any concerns or complaints to an 

outsider. She is invited to school for lunch on a half-termly basis and occasionally takes the 

Sunday morning service at Thorpe Morieux. She also attends Thursday Junior Assembly on 

an occasional basis. 

Confidentiality and Records 

Information on Child Protection cases will only be shared within the school with those who 

need it in order to ensure the safety of the child/ren concerned. 

All records of Child Protection concerns and referrals are kept in a locked cupboard in the 

Nurse’s Office, separately from the main pupil files.  Only one child protection file will be 

kept on a child and will contain on the inside front cover a maintained chronology of events.  

No other information of a Child Protection matter will be kept anywhere else in the school. 

mailto:susanna.bedford@socserv.suffolkcc.gov.uk
mailto:customer.first@.suffolk.gov.uk
http://www.ofsted.gov.uk/
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Only the Designated Person and the Deputy Designated Person have access to the key of the 

cabinet.  

When a child with a Child Protection File leaves the school, the Designated Person will 

notify the relevant Social Worker and will send the Child Protection file to the receiving 

school immediately.  If the name of the receiving school is not known, the Child Protection 

file will remain at OBH until the child is known to have registered elsewhere. 

If a child joins OBH and records from the previous school indicate that the child is subject to 

a Child Protection Plan, the Designated Person will notify Social Care Services immediately, 

to confirm that the child has joined the school.   

If the records indicate Child Protection issues but no Child Protection paperwork is received 

the Senior Designated Person will telephone the previous school and request the records be 

sent immediately.  This request will be confirmed in writing and repeated if necessary.  If 

they still remain unavailable, the school will pursue the matter with Social Care Services. 

Review of the Policy 

The Headmaster / Designated Persons / Governor with responsibility for Safeguarding will 

review the effectiveness of this policy annually or when changes in circumstance or 

legislation arise. The Governing Body will require that the Governor with responsibility for 

Safeguarding monitors any Safeguarding issues on a termly basis, submitting a report to the 

Governing Body. This report will not reveal the names of any individual pupil or families. 

Any deficiencies or weaknesses identified in our Safeguarding provision will be remedied 

without delay.  

The Policy was written by Chris Bunting, Senior Master. The next scheduled review will be 

in September 2011. In the event of any changes in legislation etc, the policy will be updated 

before then. 

 

Last update: February 2011 


